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ACTITirr AHD ACCOMPLISHMfflrP REPORT FOR FISCAL YEAR I967 
OFFICE OF PERSOffiiSL 


In addition to aaintalning liaison with the Records Administration 
Branch of the Supposrt Servloes Staff, DD/S, and other Asenoy com- 
ponents in the operation of the Records Marngeraent Program for the 
Office of Personnel, below is a workload repoirt for the onding 
fiscal year. 

Printing Services Requests Processed - 400 

Of these, approximately one- third were for the replenishment of non- 
stocked perscsmel forms, amounting in volume to about M»0,000 forms. 
The other two-thirds were for speciality envelopes, special letter- 
head, cards, charts, posters, SAA activities. Combined Federal Cam- 
paign material, dividera, reprinting of applicant form letters as 
well as 22,000 clerical brochures and 10,000 professional brochures 
revised as necessary. In addition, other it«as included such pub- 
lications as the Biqployoe Handbook, Instructions for Filing dalms. 
Association Iwaeflt Plan brochure end other miscellaneous material 
used as handouts. 

Forma Prograa 

Office of Personnel is responsible for approximately 250 forms. 
During FT 67 - 

36 forms were revised 

8 forms initiated* 

2 forms reactivated 

*In addition, during the entire T£ form Personal History 

Supplement- Intention to Maury, has been dormant due to ina- 
bility to get DD/P coordination. It is unfortunate that this 
foim cannot get "off the ground." It was designed by the 
Records Officer, OP as a result of an employee suggestion. 

As a result of a recent survey, aside from the above there are - 

20 forma pending revision 

3 forms to be initiated 

17 forms obsoleted (Forms Managoa^t not yet notified since 

survey ended as of today) 
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In addition to tlie storage and replwaiitoent of noa-atoeked per- 
sonnel foms the Beeords Officer, OP is responsible for coor- 
dinating the r^leaishBBent of all stocked foras for shich the 


25X1 C 

revisions, procureBont, and aaintenanee of all Standard Poms 
used for BOO and exit processing. During the past year in par- 
ticular this included the new Standard Pom 57 sfai<di led to the 
necessity of revising our own application fom, the coordination 
with the Office of Medical Services regarding replaceswat of 
SP 89 by fom 2223 , Itedlcal Record, in Agency application seta, 
the dlsseBinatlon of SP 105, Certificate of letireaent in the 
Civil Service Rstireaent Syaten, to all esployees and the new 
SP 61 SP 61B, i^pointnent Affidavit and Declaration of 
pointee foma respectively shich are Just now being put Into use. 

Also, the Records Officer, OP controls stock level of foms used 
by OCS vhich are of direct concern to the Office of PerSOTinel, 
nanely 6i*2, 6U2a, 971b, and 1150b. Ihla totalled 20,000 foms 
In FTf 67 . 

It is anticipated that fom eurveya will be conducted, in p»- 
ticular, in both the Retlres^nt and RecaaltMant offices in Per- 
sonmel vlicm tia« permits# 

$50 award was nade on 1 December 66 to Oilef, Adalnistratlm 
Staffs OP for ei^lx^ree siiggestloa joint effort of the 

staff. Suggestion was for fom 2620, Re«piest for Logistics Ser- 
vices, designed by Records Officer, OP. 

Records Management 

Record Center deposits in PY 67 totalled 3^ ft (4l deposits) 

(At present there is another Job in the process of beli^ 
fonwrded whl<A will amount to approximately 50 feet. ) 

At the manent there are several Recoid Control Schedules idiich 
need updating or need to be redone in entirety due to change in 
organlaatlonal structiure, transfer of functions, etc. it is the 
intention that these will be done as soon as possible. 

Operation Cleanijp cooducted this spring indicated a continued de- 
crease in record holdings in the Office of PersMuael during the 
pest four years. 


interest, also. 



seas travel and has the responsibility for keeping abreast of all 
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Flllsg a/sten mxmya were 'begun {bat never eongpleted) in bo^ the 
PlaceiMSt end Becrultaent Sivlsian* due to more dewending vorh 
requlraMmte. 

Other records aanageaeat duties require the Records Officer to ar> 
range for the re^sitlon of speelallty folders, hinders, tape, 
labels, asps, eqplpsaimt, etc. ^rks in cooi^unetlcm with Logistics 
Officer, OP in procurestent eh«ai necessary. Ee in t;una hasps the 
Records Officer infonwd of any requests for new or additional 
record-keeping e^piipsumt received by him. 

Vital Materials 


Repository deposits since January have totalled 7^. 

Aside from handling ^e processing of all OP deposits (liusluding 
approxLnately 1^ reels of Blcrofila fomardsd quarterly by the 
Credit Ibilon) the Records Officer sakes necessary errangcaents 
for five additional pro4ects to be Bdcroflbned anmally, cooslat- 
ing of e^roxiaately 73 reels ea^ year. 

JDuring ft 6? three trips were nade 'by Bacoords Officer, 
for purpose of updating vital aaterlals. Recently, in conjunction 
with Archive personnel certain items (nsaaely, tables of organisa- 
tion, combined alpha'betlcal listings of Agency personnel, and Per- 
sonxMl Statistical Review), which eventually were scheduled for 
permanent retentloa at the Center, were transferred into Ardiives 
which not only alleviates that procedure frcm 'being done in the 
futuzw 'but ellniantes having to search 'by deposit or Job n\sa'ber 
for the material. 

!te(gtesta for Publications Proceased throvui^ Library yaolllties - 7D 

Uteae requests included not only routine requisitions for books and 
publications but the purchase of Btaployee Fact Sheets auid other 
material deemed necessary for purchase after revieving Civil Service 
publications received in my capacity as Distribution Control Offi- 
cer, Office of BsrsonzMl. 

Distribution Function 


Handled distribution and need for additional copies of all Agency 
regulatory jaaterial for Office of Perecnu^l as well as studies in 
liitelUgance, aovermmt Organizational Manuals, Civil Service Jour- 
nals, Congresslcmal Directories, Federal ibq^loyee Almanacs, Support 
RuUetlna, Federal Personnel Manual material (including all Civil 
Service Ccmnisslon letters and bulletins) as well as DepMurtment of 
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ehedc for accuracy aM other infox^tlon relating to the ahova 
Items uhen retjaiested. 


Training Coiirses during FY 6? 

Records Management MO^^^op - Archives (teo weeks) 

Support Trends Reviev^mi 

Source Data Automation Vtorkshop - 03A {ozas week) 
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